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Covered Entities Guide for Public Users 

Submitting a Manual Change Request Form 

This guide describes how to submit a manual change request form when the Authorizing Official 
listed in the 340B Database is no longer available. An online change request cannot be 
submitted until Authorizing Official information is up to date. 

Other tasks that require a paper form be manually submitted in addition to incorrect Authorizing 
Official information are:  

 Updating qualification information  

 Covered entity termination  

 Contract pharmacy information  

This guides takes you through the steps necessary to determine if a change request form must 
be completed manually and emailed to OPA. The 340B Participant Change Form for manual 
submissions is available by clicking the Forms link in the Useful Links section on the 340B 
Database home page. Completion instructions are at the end of the form. 

Verifying the Authorizing Officer Information 

1) On the 340B Database home page, click Change Request in the “What Would You Like 
to Do?” section. 

 

Note: You can also select Submit a Change/Termination Request from the Change 
Request tab in the menu at the top of the home page. 
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2) On the Change Request screen, click Submit a Change/Termination Request. 

 

The Search Criteria – Instructions page displays, asking for verification of the Authorizing 
Official information listed for the entity. 

3) 340B ID:  Enter the entity ID number and click the  button. 

 

Note:  You can search for an entity using a partial ID of at least four alphanumeric 
characters. Search results will retrieve all covered entities whose ID number 
contains the identical character string. 

4) Select the desired entity and click the  button. 
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Note:  For instructions on customizing how search data is presented on the Search 
Results page see the Searching for a Covered Entity user guide. 

5) The Contact Information page for the entity displays showing contact information the 
Authorizing Official and primary contact. 

 

6) Review the Authorizing Official and Primary Contact information for your entity. If this 
information is incorrect but the listed person is still available to certify the request, you may 
continue with the online Change Request [Submitting a Change Request]. 

7) Click the  button. A message displays that any entries you have made will be lost. 

 

8) Click the  button. 

Any entries you have made cancelled and you are returned to the home page. 

http://opanet.hrsa.gov/opa/Manuals/Public/CE1Search.pdf
http://opanet.hrsa.gov/opa/Manuals/Public/CE9SubmitChgRequest.pdf
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Submitting a Manual Change Request Form 

1) On the 340B Database home page, click the  button. 

 

2) On the Useful Links page, click Forms. 
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HRSA’s Forms page displays. 

 

3) Click the 340B Participant Change Form. 

The PDF form downloads to your computer. 

 

Detailed instructions for manually completing the paper 340B Participant Change Form are 
found at the end of the form. 

When you have completed the form, email it as an attachment to opastaff@hrsa.gov. OPA will 
review and verify the updated information. 

You and the new Authorizing Official will receive an automated email confirming your manual 
request. The Authorizing Official will receive email instructions for accepting or rejecting the 
requested change. 

 

(Back to Getting Started Guide for Public Users.) 

mailto:opastaff@hrsa.gov
http://opanet.hrsa.gov/opa/Manuals/Public/1GettingStartedGuide.pdf
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Other Covered Entities User Guides 

Searching for a Covered Entity 

Viewing Search Results 

Exporting Search Results Data 

Registering a Covered Entity/Outpatient Facility 

Submitting a Change Request 

Terminating a Covered Entity  

Reviewing the Covered Entities Daily Report  

 

http://opanet.hrsa.gov/opa/Manuals/Public/CE1Search.pdf
http://opanet.hrsa.gov/opa/Manuals/Public/CE2ViewSearchResults.pdf
http://opanet.hrsa.gov/opa/Manuals/Public/CE4ExportData.pdf
http://opanet.hrsa.gov/opa/Manuals/Public/CE7RegisterCE.pdf
http://opanet.hrsa.gov/opa/Manuals/Public/CE9SubmitChgRequest.pdf
http://opanet.hrsa.gov/opa/Manuals/Public/CE12TerminCE.pdf
http://opanet.hrsa.gov/opa/Manuals/Public/Reports.pdf
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